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 PINANE DIVISION OPERATING PROGEDUHS #20-6 ki June 1954
| SUMJECTs Persummel Clearances
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o ntwmltmmuw inolndd 'Sﬂﬂ?h
excess of &0 duys, transfers tmmwm;céwaﬁm to
{ntegratad or covert positions, and to wouchered positions,
st H4litpey Porwonnsl retwrydng to thelr parent orginisstions. I

B. The Finante Diviston is responsible to fnwuys that indebtedness
T of the iadividual o ngmumm‘mwm
of the Intividuslfe finsl sslaxy {imoinding b sl leave),
trrvel or axy othor payments mnd, where REGoRSaYY, to lquidate

such indebtedness by retiresent crmdit or mm such ether
mﬂwﬁa of recovery as may ba necessary.

C. The Operutions and Iisison Branch will be the condact and
sontrol point within the Pinsnce Division for personnel olesrances.
The Acccunts Brench snd Travel and Payroll Branch will perforn
WMMW& respect to suoh clesarsnces.

IZa _5&7&% &F DATA

A. The ﬁm:m of Papsonnel and Mill%ery Pm&. Petachment have

,wmrerum, at the first of cach wesl, & list Vo Uporations

and lisisen Brandh, isoluding the names, offige to shich wba&w,
whether paid fron voushered or unveuchered Mnils, sad date of
tmmmmﬂmaﬁnummm
Ageney during thst calendar week. Any ioguirvies recelved by
other offiees in the Finmmos Diviston will be referred to the
Operations and liatson Branch for action.

mw OPERATING PROCEDURE
A. fThe Operations snd Lisison Branch wille

1. Obtain poeudonyms, sliss, ets., pertedning to the m«mml
named, from the Finence Reglstry or other sources,

2. Prepare the following forms for routing to the Branches
concernsd in the true name of individuals involved, attsching
thereto & list of all spplicable pseudomyms, allas, eto:

8., Form 20860 « “Notiﬂcation of Termination Action to
Payroll 0ffice”
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b, Fore 20«68 - "Pinence Livision Clearance Form ~ Current
Aotivity® (Two coples will be sompleted; one routed to
Travel Scetion, and one to the Chief Auditor of the
applicable U & L Fection).

€. Form 20-(C - "Fimmncc Iivipion Clesrance Form ~ icecoupts
Branck* (Forward form to the Chief, Aecounts Kecelvabls
Seetion, Accousts BErench),

d. Form 0+ - *Finsnoe *:m-m . Llesrence Forw®
{¥41l be reteined by O & L Sest untll Perms 20-68
snd 20~ ars mmraed}‘

3. Un reeedpt of the gclesrance forme Ifyom the respective fecilons,
the infonuetion will be consolidsted for the purpose of
detwrmining the sction to be talma. Clearances furnished ty
the Operations sand iisison Pranch Certifying Officers will be
besed on information provided by the Accounts Trapoh, Fayrell
snd Travsl Eranch and the Cperatdons and Lisison Braneh Chisf
Awditor concerned, If the individusl is retuming from an
cverseas ststion, and if Form 20~68 frem Travel Seetieon advises
that & Transfer and Cleavpnoe Shest or its squivalent has not
been redeived from the individual's former € tation, clesrance
will be mot be provided until the individual's station
clesrance statns has been detearmined bty cadble.

L. Fer those asployees whe are not indebted fo the rgonoy, as
indlonted ty Finance livision resords, thé Operstions and
iisiscon Branch will telepbone the Tsrsonmel Uffice snd advise
that the amplayee oan be processed without coming to this
offige. (Ferevmmel paild Irus wivoushered funds may be cleared
in this manrer, but arc recuired YWy Rsgulstion te personally
deliver the sampleted Clesrsuoe Form to the unwuchered funds
Payrell Bection.) Fom 20-6) will be completed by the
Uperstions and Liaison UfTicer concerned and will be forwsrded
along with Forms 20-68 ané 20-6C, to the spproprists umvoucher-
od funds payroll section for fillng. If the separating
individusl is Filitary, or is pald by voushered fumds Payroll
Bransh, Form X+ and atbachments will be forwarded to the
Finanes Division Roplstry for filing.

S« For these imdividusls who are indebted te the Agemey, in
ascordance with Finance Iivision records, the Persomnel :ffice
will be notifisd ty taleghone thet the individual must repert
to the respective Uperations and Liaison Office for Yinance
Mvislion clearente.

6. After notifying the Parsomnel Office thet an individual must

eall in person regerding his indebtedness te the igency, the
Uperations end liaison Cfficer will request the Payroll Ssetien
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% determine the mount of tensinsl leave and finel salary
to be paid ths indivigual end the Agengy retiresent oredit
balance applicabls to the individusl., # siwiler recuest will
be mads of the Fiscal Livisien, Payrell Pranch, with regagp:
te employecs padd fyom oushered Funds.

T+ A% the time the resigping smployes reports to the Uperstiene
and Liaison Breaneh sn attanpt will be made to liguidste tho
Andebtadness without set~off of salary eor retirement Ny
heving the employee render sccountings for and/or refund oo
the outstanding smourt.

8., Feailing *o obtein sccountings or & refumd from the employee
and the Liwiobledness s less than the amount that esn be
- eollected by sot-off from the smount dus tha eaplayee, the
Operstions and Lisison Officer will indicete the smount of
indebtodness on tho Fiaal Payment Clesrenes | heei, Form Ho.
3h-30, sign the form ss provided, and sak the caployse to
retarn the cluerance form to the Persommel Gffies,

9. Bhould the spount of the indebtodnens be wors than can be
obtained Yy set-off, the employee will Bu referred te the
Chief or 'epwiy Chisf of the Pinance Uivision, who will certact
the dres /4vision congsarned ss to sction t6 he talen.

10, Immedistsly after sigming the Final Payment Clesrsnce Shoet
the Operations and Liaison Officer will notify the respective
Payrell Seetion (Vouchered or Unvoushered) ty telephone ag to
whether an indebtedness should be indleated im the employec's
payroll foldsr. 1f ap off-sst is to be made fros the finad
payments duc a Youtherod Funde employee, writtan notification
of such indcbtedness will be addressed ¢ the Fiscal ‘ivision
Payrell i estion. [ f an off-set is to by mede frem final peyments
due sn mhvoushersd fumds wmployes Form 20-&0 and attachmenis
will be hemd carricd §o the Payroll Seetlon congerned for
inclusion in the psyrell folder to substentiste the amount to
be sellected from the wmployesa.

1. The Cpaerations sad Ligison Ufficer will be the contact peiyt
with the Fiseal I'ivisfon with regard to ssttlanent of smowris
due from employees whe are payrolled from vouchered funds,

12, /ny questisnable items as indigated on the Finsnce (ivisior
Clesrante Forms and azy known omission or ¢ommission shoulc o
investigeled Yy the Uperstions spd Lisisen Uffice in conjusctien
‘with other Franches coneerned bofore fimel determinstion is
muis s Yo clearancs.

8 W
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E. Ageounts leceivable Seetion wills

1. Upom receipt of Form $0-€C, transoride thareon the belances
as recorded in General Ledgsr icecounts 142.2, 14i.1, 1LL.2,
b3, 16,4, W67, 1hE, 150.1, 150.2, 300.1 and 300.2 feor
the nemes furnished with the Foram 20-6C,

2., Indicate negetive statuments for those general ledger scoeunte
in which no balences &re shown.

3. Indicete op the form the lstest date of recordation, as well
a8 the date the rocords were cheeked,

h., Indicete on the formm siy pertinent remerks that might assist
the Uperations snd Lisisen offices in clsaring the nime.

%« Return the complsted Form 20-60 to the respective Uperatiens
and liaison offices iz the most expeditious manner.

C. The Travel Seetien will

1. Uponm recalpt of Form 20-68, gheck the names (o the respestive
travel foldurs snd indicate on the form, ss provided, the
status of the fellowing:

8« Advanoss received In the field not recorded

be Advances retsived in Headquartsrs not resorded

¢+ Uther Inown unrecerded sdvances

d. Certifi=d sscountings not recordsd in icoounts

8. Uther eredits '

f. Ountatamding balanes

g+ %“hen sppliesbis, whether Tramsfer and Clearance Form
hes besn received from individual's former statlon.

2. ‘tesoemntings on hend which have not been audited st the time
Form 20-(E is received, will be given prioerity tresimunt ;é
will be shewn en Form 20-88 wnder "Certified scoountings nt
recopdad 1n Accounts™. . '

3. Tpdisate om the form sy pertinent mm that might sssizt
the Operations and Lisison offices in elesring the nsme.

L. Return to $he respective Uperatioms and Lisison offices in
the most expeditious marmer the completed Form 20-€2,

' The Payroll Seetion wills
1. Upon rueeipt of Form 20-64, mske notstion in the imdividual's

pay reeords of his pesding termination from the wnwucherer
funds payrelil.
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Ee

2. Cetermine and prosesd to obtsein informetion, forms,
suthorisstions, ete., which will be reqmired to scoomplish
finkl setilement of the individual's pay account.

3. Upenm specific recuest by the Uperations and iisisen Cffieer,
deternine the smount of terminal leave and finel salery dus
the ampley:e, and the smount of the Agency retircment credit
belance applicabl: to the employee.

e Tremmadt informstion requested im FParagraph [II, I, 3, sbeve,
te the Cpereations and iialson Officer in the most expeditious
MBI » .

5. Upon receipt of notifcstion from the Uperstions and idaison
Ufficer to the effsct thst off-set is to be effected, crofit
snounts duc the émployee to smourts dus the Agemey from ihs
wmplayee, '

6. At the time sn individual peld from unvoushered funds delivers
his Clearance Form to the Unvouchored Funds Payroll € ectien,
ssoeriain thats

& Finel pyment instroetions sre zvalladle snd in order,

b. ¥here sppropriate, Eequest for Ketirement Hefund form
hes besn completall and is avallsble for proeessing.

@, A parmenent or forwarding address is availadle.

Yhe Upsrstions and Liaison | sciieon concerned wills

1. Upon receipt of Furm §0-6B, reviev the punding files, items
in provess, and where qmpﬂume, the sespended disturpims.ts
st for the individuai's former Otation to determine whethor
m&::m transaciions exist therein for the terminating
indivi dual

2. Eeoerd such detersinations on Form 2068, snd return the
form to the Cperations and liaison Seetion Ceptiiying fflcer
in the most expeditious mannsr. :

he Operetions and Lisizon Branch wills

1. 4idvise the ‘ourher«d Funde Payroll Bremeh, Fiseal iivision,
by memorsntum (in triplicate) with respect to smmounts to
bs dedusted from finel psyment to eaployesa paid from
vouchered funds, indisating the nsme of the igunt Casider
te whom the check iz to be made peyable.

®. One copy of the memorsndum to bs retained by the Fiseal
. Dvisien, one copy to be returned to the O & L Prensh
- indicabing complisnce, non-complisnee or pertial com-
pliance with the mmorandum, one copy to be returned to
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the Henetary Bramth, Finanoe Division, in support of chock
covering the deduetion and sopy of & tandard Foram /1080
referred %o in Parsgraph 2, below.

2. Upom receipt of the check made -mahlc $o the "Agent Cashi o®
the Fiseal Division will hand carry the check to the Honstory
Braneh:, Finsnoe [ivislon, sccampanied hy & copy of the
Standard Ferm #1050 spd one eoqy of the memorandum from thu
G & L Bramh reoquesting the deduetion fyom the smyployes's
final saslary payment.

He The Menetery Hrameh will:

1. BRecerd the deposit to tiw credit of the appropriate igent

Cashier and document the trsnsaction in such a msoner as &

eredit the advamce account of the smployes as it sppesrs 4L
the Finsnce Livision recerda. »

25X1A9%9a

A thaohnsets

Farm PO«GA - lictification of Termination Aetlen %o Payroll Gffices
Farm $0-88 -~ Finsnee Tivisien Clesrsnos Ferm ii‘uul Section)

Form 20=-6C - Finangs iivisien Cleewsros Porm (Zosounts Uranch)
Form 20-60 - Finanse Uivisien Finsl Cleersnce Form

|
5 ek b T |
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FORE 20-68

DA

T8 f
FROH 3

BUBJLCTs NOTIFICATION OF TRMIMATION ACTION 1O PATROLL GFFIGS

1. This is to sdvise that this office has reseived motification
that 7 is separsting on or shout
from this igengy.

2. It is recuested that nucessary sction be initisted to clesr
the sdove expleoyes in sccordance with Finange idvision Upers¥ing
Procedure #20-6.

Chief, U & L Section
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i PUHE JO=GB
FINANCE DIVISIuN CL.ABANCE PURM
( Traval Seetion)
(7 % L £ ection)
TATE
HAM: | {See attashed for Peeude, Alias, Ete.)
DIVISTON LAST (FPICIAL £ IATION

APPROXIMATE LATE OF SEPARATION
RkSON FPOR &PARATIONS PLRECHAL CORV NI CE OF QUV'T

SUBRCT 0N (Unvouchered) (vouchered) FUKIS.
Date ime Cr. [Eslspes

- Advance received in fleld
Not resorded
Advance roceived st Head- { J
quarters - lot mmud (Fate of mm)
Cortdfied Acopunte ~ Het |
resorded in Aoscunts (f te Cercified)
Other Unsettlsd iranssetions
(L escribe balow}
Balanse of Above Itams

Transfer end Clearsnce Shewt, Cabls, or ! mm (has) (hes net) been received
{Individaalls Former - tetion)

= Lgned

{Chist, Travel Seetion)
(Chief, G & L _____ Eeothen)
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Pullh 2060

FiRboCh BIVISIoN CLE RaNCE FOE:
deconnts Branch

feo attached for Ppeudo, Alies, ite,)

PIVISION

AT QPFFICIAL STATION

APPROXTMATE DATE OF SEPARATLON

SUBJECT UF (Unwoushered ) {Vouchered) FUNDS

T Te CHECHED
HEMARED s

Debit Credis
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ERE T b
xrm 20-60
FINANGE LIVISION PINAL CLEARANGE FO&M
DATE
e | | (8e0 attached for Psmudo, Aliss, )
pIVISION ___ FB LAST OFFICIAL STATION

ﬁ?mﬁs DATE OF SEPARATION
BURJECT Ok (ﬁmqazared) {Vounchered) (xmmy) AIRbE,

TO_

ollewing Payroll ection is to be teken per sencurrence of the smployee
to ar&w i%m noted on the atiached statement fyom the Adcount i ections

Pased on the attached doenmantse

% of implayce)

s 2GRkt
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